
NIS EMPLOYEE SELF SERVICE INSTRUCTIONS 
 

Getting Started 
 
Overview 
Sign on to NIS in order to review payroll, leave, benefit, and personal information. 
 
Steps 
Go to http://www.nis.ne.gov.  You will be at the screen shown below. 
 
 
 

 

Left click once 
here to enter NIS 

NIS Website 
Address NIS.NE.GOV 
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http://www.nis.ne.gov/


   

Step 3 
Left click 
once on 
this box 

Step 2 
Type your 
password 
here

Step 1   
Type your 
user ID 
here

 
 

   

Step 4 
Left click on Yes if this 
box appears (may not 
appear for everyone).
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Step 5 
Choose the role named ESS from the 
drop down menu and then click on 
the double right arrow next to the 
role in order to load your menu 
options.

 
 
 
 
 
 
 

 

Step 6 
Left click once on State of Nebraska 
to bring up your menu options 
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Step 7 
Left click once on ‘Employee 
Self Service Menu’, left click 
on ‘Agency 20, 25, 26 – Health 
and Human Services System’, 
left click on ‘Self Service 
Choices’.  This will bring up 
your employee self service 
menu. 

Step 8 
Left click once on the menu 
option of your choice.  Please 
see following pages for 
further information about 
each of these menu options. 

 
 
 
 
Please see following pages for instructions on using each employee self service menu 
option. 
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Employee Personal Profile 

Overview 
Use the Employee Personal Profile Program to review information that currently exists in 
your employer’s records.  The information that you can review is in the following 
categories: Personal, Company and Job. The information in this location is for review 
only; you cannot change any of the fields.  If you find information that is not accurate, 
you can contact HR to request changes. 

Navigation 
State of Nebraska > Employee Self Service > Agency 20, 25, 26 – Health and Human 
Services System > Self Service Choices > Employee Personal Profile 

Steps 
 

 

Left click on 
Employee Personal 
Profile menu option. 
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1. On Employee Personal Profile – Employee Personal Profile and Job Information, 

review the following information provided in the Personal section of the Header: 
a. Gender 
b. Ethnic Code 
c. Marital Status 
d. Disability 
e. Date of Birth 

2. Review the following information on the Company (Self Service) tab: 
a. Employee Tax ID 
b. Last Start Date 
c. Date of Original Employment 
d. Home Company 
e. Home Business Unit 
f. Employment Status 
g. Supervisor 

 
 

3. Click the Job (Self Service) tab to review the following information: 
a. Job Code 
b. Pay Class 
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c. Group Code 
d. Shift Code 
e. FLSA Exempt Y/N 
f. Annual Salary 
g. Hourly Rate 
h. Date, Current Job Code 

 
4. If you find information that requires correction, contact your Human Resources 

representative via telephone or email.  Do not use the CONTACT HR button, as 
that is not functional at this time. 

5. Click CLOSE.  You will return to the menu. 
6. Click SIGN OUT to end your session or continue with other self service options. 
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Leave Balance Inquiry 

Overview 
Use Employee Self-Service to review the accuracy of your vacation, comp and sick leave 
balances. 
Navigation 
State of Nebraska > Employee Self Service > Agency 20, 25, 26 – Health and Human 
Services System > Self Service Choices > Leave Balance Inquiry  
Steps 

 

Left click on Leave 
Balance Inquiry 
menu option. 

 
 

Beginning balance is 
your balance as of 
January 1st.

Additions shows 
your year-to-date 
earnings.

Taken shows your year-to-
date leave usage.

 
Available shows 
your current leave 
balances as of the last 
check date listed 
along the top. 

 
 
 
Once you are done reviewing your balances, click CLOSE. 
 
Click SIGN OUT to end your session or continue with other self service options. 
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Pay Stub Review 

Overview 
Use Employee Self-Service to review the accuracy of your pay stubs and to ensure that 
they are complete. 

Navigation 
State of Nebraska > Employee Self Service > Agency 20, 25, 26 – Health and Human 
Services System > Self Service Choices > Pay Stub Review 

Steps 

 

Left click on Pay 
Stub Review menu 
option. 

 

Left click on payment 
stub or enter payment 
date.

1. Click the Payment Stub button to search for a pay stub to view. (If you know the 
exact date of your payment stub, enter the date into the Payment Date field and then 
click the Payment Stub button). 

 
2. On the Pay Stub Review – Work With Pay Stub History window, select the Check 

Date that you would like to review by clicking the radio button to the left of the row 
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and click Select.  (To search for a specific time period, enter dates into the From 
Check Date and the Through Check Date fields and click Find.) 

 

 

Left click on radio 
button next to pay 
stub you want to 
review. 

Left click on 
SELECT.

 
3. On Pay Stub Review – Pay Stub History Information, review and verify your pay stub 

information. 

 

Use the arrow to view 
the entire pay stub. 

Hours and 
amounts paid. 

The right side of 
the pay stub lists 
all your deduction 
information. 
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4. Click Close.   You will return to the Pay Stub Review - Work with Pay Stub History 
window. 

5. Click Close.  You will return to the Pay Stub Review - Web Self Service window. 

6.   On Pay Stub Review – Web Self Service, click Cancel to return to the menu. 

7.   Click SIGN OUT to end your session or continue with other self service options. 
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CONTACT YOUR PAYROLL/BENEFIT 

REPRESENTATIVE IF YOU HAVE ANY 
QUESTIONS OR CONCERNS ABOUT YOUR 

LEAVE BALANCES OR THE 
INFORMATION ON YOUR PAY STUB. 
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